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Weekly Report for Week Ending 16 July 1958
from
RECORDS DISPOSITION BRANCH

1. Contributlions

None

2. Assignments
25X1A92 a. OTR - Records Control Schedule -

25X1A2g Contacted the Admin. Officer, m.md was promised the
return of the signed schedule for the bease within the week.

25X1A9a bv. Suggestions Award Staff -

Preliminary review of the current suggestion file has been
25X1A9a completed, JOT has complled a list of proposed subject
headings to be used in the revised index card file.

25X1AQac. OSI Subject Files -
No chenge from previous report.

25X1A9a, / d. Legislative Counsel -

The initisl survey of the records maintained by the Staff has
25X Agabeen completed from which a revised records control schedule
will be prepared. Mr. Chief of lLegislative Counsel,
is endeavoring to transier to OCR Library the function of
obtaining and distributing various types of Congressional
raterial which mey be of interest to Agency personnel.

25X Agé/ e. Records Msnegement Survey/Office of Personnel -

25X1A9a Mre Chief, Transactions and Records Bra.nch/OP, was
briefed on the various types of Open File Shelving, filing
systems related thereto,and avallable filing supplles. Details
were worked out regarding supplies and equipment needed to
\\ install e pllot installation. Requisitions for these supplies
sre now being prepared.

25X1A%9a £, office of Central Reference/IR Mock-up [N

o5x1agg Discussed with Mr. [ Building Plemning Steff, the

possibility of IR receiving credit for T7 L-drawer safe csbinets
towards the purchase of new filing equipment needed for the
installation. These safes have a replacement velue of epproximately
$33,000. New equipment will cost spproximately $15,000, and a
secured area $6,000-$8,000. Mr. I indicated he may present 25X1A9a
this informetion to the DD/I who previously did not epprove the

25X1X8 installation on the basis that it was too costly.
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'g. Specialized Recruitment Branch, PFD, OP- 25X1A9%a

Continued installation of Subject-Numeric File. To date,

20 cu. ft., of records have been disposed of, 5 by retirement
to Records Center end 15 by destruction. Three safes (2 legsl,
1 letter) have been returned to Supply Division, OL. Two files
totaling 12 cu. ft. have been converted from legal to letter
glze folders. Eight improvements in records keeping practices
have been instelled. 25X1A92a

h. ERM Treining for ARO/OP - S5 1A%

Four hours were spent with Mrs. ||| GG 2ev sx0 .
designee for OF, training her ln Records Mahtenance and
Disposition progrems.

RN

3. Vital Materiels

25X1A9%9a :

/8. Worked with Mr. llon the development of an exhibit to be
used in the orientation of DD/I personnel during

25X1A2g

| b. Received and reviewed drafts of current Vital Materials schedules
i from Office of Operations, Office of Central Reference, Office
» of Besic Intelligence, DD/S and Generasl Counsel.

! ¢» Microfilming of Vital Materiels in the Office of Security
, continues. This project i1s approximately 95% complete.

d. The first deposit of the TO mm negatives Ffor the OCR/C—R
collection was made this week.

k, News

a. The 2,000 new contsiners designed for 5 x 8 cards have been
recelved end will be used in the Records Center for storing
card files.

25X1A92. Miss NG - - oo cd last
weeks trip to the VM Repository to prepare for th exercise.25X1A2¢g

ce. A speclal trip was made to this week to transport two 25X1A6a
members from the Real Estete and Contruction Staff, Messrs
25X1A9a or finsl inspection and scceptence of
the new addition to the Records Center.

25X1A2g
EX1AGEY" Mr.-is participating 1n_

e. The Records Center addition has been inspected and accepted by
representatives of the Real Estate and Construction Division/OL.
Move into this space wlll begin next Mondsay.

25X1A%9a
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